


I RAL INFORMATION I

1.

2.

3.

4.

5.

6.

Line and column nferencts are used throughout the instructions to point to specific
pieces of information. Lines are identified by numbers, and column references can
easily be determined by counting the number of columns from left to right.

The case name and case number must be identified at the top of each page of the
Monthly Operating Report.

For the schedules at CF-1 and CF-3, there are t h e columns titled "Month." The
first "Month" column should be used to report information for the first month of the
calendar quarter; thc sccond for the second month of the calendar quarter, and the
third for the third month of the calendar quarter.

Also, at CF-1 there is a column titled 'Quarter Total.' This column should be
completed only at the last month of the calendar quarter. Its value will be the sum of
the monthly amounts addcd horizontally by line. If the filing of the bankruptcy
occurred in either the second or third month of the calendar quarter, this column may
only be the sum of the second and/or third months, as the first "month" column would
not have been completed.

Cross-references are between corresponding reporting periods, unless otherwise noted.

All negative amounts must be shown in brackets.

All questions and schedules must be read carefully, and any questions should be
discussed with counsel for the debtor.

The cover/signature page (CF) for the Monthly Operating Report must accompany
each month's submission. The form requires the signature of the person having responsibility
for the chapter 11 filing (e.g., in a corporate case, the president or chief operating officer, in a
limited partnership, the general partner), as well as the signature of the preparer (if other than
the responsible party). The preparer may be an cmployet of the debtor, such as a chief
financial officer, or a non-employee, such as an outside accountant. Both the responsible
party and the preparer sign the report under penalty of perjury.
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The Cash Receipts and Disbursements schedule reflects actual fjnancial information
for the period covcrcd by the report. I t must be prepared utilizing the &&& of
amounting. That is, this form should report all funds which have been rtctivcd by the estate
and/or disbursed by the estate during the reportingperiod.

Enter the amount of cash available at the beginning of the reporting period. The
amount reported here should agree with the amount reported as the "Cash-End of Month" on
the previous month's CF-1 at Line 36.

Enter the amount of cash reccipts collected during the reporting period from new d e s .

Jfne 3 - Accounts Receivable Collections

Enter the amount of cash receipts collected during the reporting period from accounts
receivable.

0 ns & Advanca

Enter the amount of cash received during the reporting period horn all loans and
advances. Include any amount rcceivcd from insiders.

Enter the amount of cash receipts received during the reporting period that were
generated from the sale of assets outside the ordinary course of business.

NOTE: Court approval is required before any estate asset can be sold outside
the ordinary course of operations. Any questions concerning this
requirement should be discussed with counsel.
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Enter the amount of cash received during the reporting period from the lcase and
rental of property. An example is cash received from the rental of apartment buildings and
offices.

Enter the net amount of cash received during the reporting period from employee
wages. Include salaries, commissions, bonuses, car allowances and other similar items.

Enter the amount of other cash receipts not included in any of the above entries.
Attach an itemized list. Examples include interest adually received, royalty payments and
refundshebates on insurance policies.

SUBTOTAL: Add Lints 2 through 8 and enter the sum.

DISBURSEMENTS

Enter the amount of cash disbursements made during the reporting period, as
categorized by the appropriate line items. Enter only the actual amounts paid, not thc amount
of accrued expenses.

Enter the aggregate amount of mortgage payments, for bothpemd and
business properties, made during the reporting period. Include any adequate proteaion
payments.

- e r Secured Note Payments

Enter the aggregate amount of other payments made during the reportingp*Oa
to secured crcditors, including adequate protection payments, which were not included
on Line 14.
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Enter the aggregate amount of rental and lease payments made during the
reporting period, for both personal and real property.

NOTE: "he sum of the amounts reported on Lias 14 through 16 should agree
with the amount reported on thc Postpetition Status of Secured Not-
Leases Payable and Adequate Protection Payments schedule at CF-5,
Line 6, Column 3.

- IOrdfaary Disbursements

SUBTO"& Add Lines 10 through 28 and enter the sum.

Enter the aggregate amount paid (including fees and expenses) during the reporting
period for the services of professionals, including work for legal services, accounting services,
brokeragdauctioneer services, consulting services, etc.

NOTE: This amount is itemized on the Payments to Professionals schedule at
CF-5, and should agree with thc total reported on Line 6, Column 4, of
that schedule.

--
e 31 0 US. Trustee Fees

Enter the amount paid to the U.S. Trustee during the reporting period for the statutory
chapter 11quarterly fm.

Enter the amount of all other expenses paid during the reporting period which werc
directly attributable to the bankruptcy proceeding and which were not included in any of the
above entries.

SUBTOTAL: Add Lines 30 through 32 and enter the sum.
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SUBTOTAL: Add Ljnc 29 and Line 33 and enter the sum. This mount should agree
with the amount reported on CF-1A on the "Total Disbursements for the Month" line.

SUBTOTAL: Subtract Line 34 horn Iine 9 and enter the amount.

TOTAL: Add Line 1and Line 35 and enter the sum. This amount should agree with
the amount reported on CF-2, Line 14; and with the sum of the amounts reported on Lines 1
and 2, Schtduk "B," CF-3.

This form is a supporting schedule for CF-1. I t itemizes all individual disbursements
reported on CF-1 which were made during the reporting period.

In this scction, the debtor is required to report specific cash transactions that occzlned
in the estate where cash was received and the cash was disbursed without going through the
checking account. As an example, a small restaurant may pay certain vendors from cash on
hand.

Tbe following information must be itemized for cacb cash disbursement.

Column 1: Enter the date of disbursement.
Column 2 Enter the name of the payee.
Column 3: Explain the purpose of the disbursement.
Column 4: Enter the amount of tbe disbursement.

Add the amounts reported in Column 4 and enter the total on the "Total Cash
Disbursements " line.

NOTE: Debtors are strongly discouraged from making payments from cash on
band, as such payments do not reflect sound business and accounting
practices.
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"his section requires the listing of dl checks written on estate bank accounts during
the reporting period. The following information must be itemized for each disbursement.

Columo 1:
Column 2:
Column 3:
Column 4:
Column 5:

Enter the number of the check.
Eater the date of the check.
Enter the name of the payee on the check.
Explain the purpose of the disbursement.
Enter the amount of the check.

Add the amount of each check disbursement shown in Column 5, and enter the total
on thc Total Bank Account Disbursements "lint.

la many instances, the debtor will write a check for cash. To properly report the use
of the cash, the debtor must include a detailed explanation of the purpose of the cash.

Example:

NOTE Debtors are strongly discouraged from writing checks payable to "cash"
or the "debtor," as such payments do not n f l e d sound business aud
accounting practices.

This is the last line of the form. Enter the sum of the amounts reported on the Total
Cash Disbursements " and "Total Bank Account Disbursements " lines. The amount reported
bere should agree with the amount reported on CF-1, Line 34.
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1 CF-2, BANK RECONCILIATIONS, INVEWMENT ACCOUNTS AND CASfi I
The Bank Reconciliations schedule reconciles all bank accounts, comparing the

amounts reported on the monthly bank statements to the amounts reflected in the debtor's
books. This schedule has columns for t h e separate bank accounts (Columns 2, 3 and 4), as
well as a column for tbc total of all accounts (column 5). Additional copies of this form
should be used if the debtor has more than three bank accounts. Lines A, B and C should
identify the name of the bank, the account number and the purpose or type of account (e.g.,
operating account, payroll, tax, etc.). The line item requests are self-explanatory.

Tbe Investmcnt Accounts schedule reflects all investment accounts held by the debtor.
Up to four accounts can be reported on this schedule; additional copies of this form should be
used if the debtor has more than four investment accounts. In Column 1of this schedule,
each investment account should be itemized to include the name of the bank, the account
name and the account number. Tbe remaining columns are self-explanatory.

The Cash schedule reflects the amount of all currency on hand (is,,funds which are
not in a depository institution). An example is a petty cash fund.

To obtain the figure to be reported on Line 14, add the amounts shown at Line 5,
Column 5; Line 12, Column 5; and Line 13. This total should agree with the amount
reported on CF-1, Line 36; and with the sum of the amounts reported on Lines 1 and 2,
Schedule "B," O f CF-3.

This form presents a "SMP shot" of tbc assets of the debtor inpossession at a specific
point in time. Assd values appearing in Column 2, Schedule Amount, should agree with
values appearing on the Schedules of Assets and Liabilities filed with the Bankruptcy Court.
In the "Montb"mlurnns, the asset values should be valued using the same method that was
uscd in preparing the schedules. Thus, to the extent that no assets have been disposed of, the
values would remain the same. Assets acquired or disposed of during the bankruptcy should
be reflected on the appropriate lines.

NOTE: Column 2, Schedule Amount, should remain the same for each monthly
report.
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Itemize all separate parcels of real s ta te in which the debtor has an ownership
interest. In Column 1, provide a description of the property (e.g., street address, single family
borne or multi-unit rental building or other identification).

Enter the value of additional parcels of real estate not reported on Lines 1
through 3 and attach an itemized list.

*he,@
SUBTOTAL: Add Lines 1 through 4 and enter the sum.

RSONAL PROP-

Enter the amount of assets as categorized by the appropriate line items.

NOTE: All assets owned by the debtor must be listed in either Schedule "A" or
"B."

The sum of Lint 1 and Line 2 should agree with the amount reported
on CF-1, Line 36; and with the amount reported on CF-2, Line 14.

Enter the amount of other personal property not included in any of the above entries.
Attach an itemized list.

e 34 - Total Pe rsm l ProDerty Assets

SUBTOTAL: Add Lines 1 though 33 and enter the sum.

35 - Total Assets

TOTAL: Add Line 5 of Schedule "A" and Line 34 of Schedule "B" and enter the
sum.
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I CF-4. LIABILITIES OF THE ESTATE I

This form presents a "snap shot" of the liabilities of the debtor in possession at a
specific point in time.

Enter the amount of preptition liabilities as categorized by the appropriate line itcms.
Amounts appcaring in Column 2, Schedule Amount, should agree with the amounts appearing
m the Schedule of Assets and Liabilities filed with the Bankruptcy Court. In Column 3,
enter the amounts actually paid during the reporting period on preptition liabilities.

- tal Pre-Detitlon Uabilitfes

TOTAL: Add Lines 1 through 4 and enter the corresponding sum for each column.

This schedule reports new obligations that have been created since the filing of the
bankruptcy petition that have not becn paid in full as of thc end of the reporting period. The
form requires the debtor to list the name of the creditor (Column I),when the obligation was
incurred (Column 2), the amount owed as of the end of the reporting period (Column 3), the
date the obligation is due (Column 4) and any amount which is past due (Column 5).

Enter the requested information for the itemized categories of taxes.
- er T u t a c h Idstl

Enter the amount of other taxes incurred which were not repofled in any of the
above entries. Attach an itemized list.

- talTaxes

SUBTOTAL Add Lines 1-5 and enter the corresponding sum for Columns 3 and 5.
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Itemize the postpetition liabilities (other than taxes) that have been created since tbc
filing of the bankruptcy petition. Provide the infomation required in each column for each
adi tor identified in Column 1.

SUBTOTAL: Add Lines 7 through 29 and enter the corresponding sum for
Columns 3 and 5.

TOTAL: Add Line 6 and f ine 30 and enter the corresponding sum for Columns 3
and 5.

ICF-5, PAYME "k3 TO INSIDERS AND PROFESSIONALS
AND P O S T P m O N STATUS OF SECURED NOTES,

LEASES PAYABLE AND ADEQUATE PROTECI'ION PAYMENTS

This form is separated into three schedules: payments to insiders, payments to
professionals, and the postpetition status of sccurcd notes, leases payable and adequate
protection payments.

TO Ir'IsmEBs AND PROFESSIONALS

The schedule for payments to insiders itemizes all payments to insiders made during
the postpetition period. For each insider, provide the following information.

Column 1: Itemize the names of the insiders who have been paid during the
postpetition period. Up to five entries can be recorded on this schedule;
additional copies of this form should be used if the debtor has more
than five entries,

Column 2: Explain the type of payment (e.g., salary, bonus, commissions, car
allowances, etc.).
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Column 3: Enter the amount actually paid during the reporting period.
Column 4: Enter the aggregate amount paid during the postpetition period.

Tbe schedule for payments to pmfcssionals reports payments which have been paid
and/or accrued during the postpetition period for professionals. For each professional, provide
the following information.

Column 1:

Column 2:

Column 3

Column 4:

Column 5:

Column 6

Itemize the names of the professionals. Up to five entries can be
recorded on this schedule; additional copies of this form should bc used
if the debtor has more than five entries.

Enter the date@ of the court ordcr(S) authorizing the professional fees
which were paid by the debtor during the reporting period.
Enter the amount of all professional fees approved by the court during
the reporting period.
Enter the amount of professional fees actually paid during the reporting
period.

The amount shown on Line 6, Column 4, should agree with the amount
reported on CF-1, Line 30.

Enter the aggregate amount paid during the postpetition period.

Enter the aggregate fees which have been inarrrcd by the debtor duxing
the postpetition period,but which remain unpaid as of tbe end of tbe
reporting period. Include all fees iocumd, whether or not they have
bccn submitted to andlor approved by the court. The debtor will,in
most instances, bc rcquind to make estimates when completing this
column.
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POSrPEI "TION STATUS OF SECURED NOTES,
D PR-N PAXMJMS

This schedule itemizcs certain liabilities. The form provides an analysis of whether
the debtor is current on its required payments to secured creditors and lessors (including
landlords). For each creditor, provide the following information.

Column 1:

Column 2:

Itemize all secured creditors, leases and rental agreements. Up to five
entries can be recorded on this schedule; additiond copies of this form
should be used if the debtor has more than five entries.

Enter the amount of the normal, scheduled monthly payment due, such
as monthly rental fees or court approved adequate protection payments.

Column 3: Enter the amount paid during the reporting period.
The total of this column shown on Line 6 should agree with the sum of
Lines 14 through 16 of CF-1.

Column 4: Enter the aggregate amount of the unpaid, postpetition obligations which
are due as of the end of the reporting period.

MOR-7 requires basic information about the debtor's assets and the debtor's insurance
coverage.

The questionnaire portion is self-explanatory. For questions with affirmative
responses, further explanation is required in the space provided or on additional sheets, if
necessary.

Questions 1 and 2 are self-explanatory. For questions with "No" responses, further
explanation is required in the space provided or on additional sheets, if necessary.
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Question 3 requires the itemization of the following information regarding installment
payments for insurance coverage.

Spe of Policy

Carr ier

Period Covered

Paymeat Amount
& Frequency

Explain the nature of the insurance coverage, e.g.,
workmen's compensation, fire and theft, casualty,
auto, etc.

Identify the name of the company aad the agent
that provide the insurance coverage.

Enter the beginning and expiration dates of the
insurancepolicy,e.g., for apolicy that provides
yearly coverage show the start date (say 6/1/xx)
to the end date (3'31 of the following year).

Enter the amount of the instdlment payments,
as well as the frequency with which such
payments are required, e.g., for a Qolicy which
provides coverage from 6/vxX to 5 / 3 1 M and
requires monthly payments of $100, state
"$100/month. "
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